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PAGE
No. 1.

2. Division or Bureau of Requesting Agency

1. Requesting Agency
ST. MARY'S SEMINARY JUNIOR COLLEGE

and  destroy originals.

3. Authorization Requested (Check only one of the squares below). -

B -
Establish retention schedule for re-
cords for which there is a continuing

Microfilm
Originals if not microfilmed would be
retained for the period of time indicated.

A
Dispose of present accumulation. No
additional accumulation is antici-
pated. Records have ceased to have value

accumulation. The records will cease to

6. Recommendation

have value to warrant their retention after
the period of time indicated.

of Hall of Records
and Board of Public

to warrant retention.
4 5. Description of Records
It. Describe records accurately. Include title, form number, size of documents,
Nem work or activity to which the records relate, inclusive dates, and quantity
°. (cubic or linear feet). Show recommended retention period. Works.
1.| MINUTES QF THE BOAED OF TRUSTEES 7 =
ths Board have bLeen preserved in the following <
- - - R . Q g .
w o
=~ O

Minutes of
volumess ' ‘ ‘ _
October 27, 1815 - May 17, 1951;(' (101 pagt):s)

March 20, 1899 « Cetober 16, 1916 (200
June 1918 - September 1941 (220 pages)
September 1941 < = September 1956

been recorded due to exigences of World War I.

RECOMMENDATIONs RETAIN PERMANENTLYS
- PERIODICALLY,

ACADEMIC RECORDS

Datess 1505 - =,

Quantitys 2 linear feeot
File Arrangement: Alphsabetical
Amual Accumulations

2.

March 2L, 1670 = December 1898 (160 pages
pages)

Although the school was chartered in 1839, classes dld not bogin
It appears doubtful,therefore, that any minutes

were recorded prior to October 18L9S.
nay have been destroyed by the fire in 192L, aleng vith the Adminis-
The minutes for 1917 and theo first six months

“tration Building,
of 1918 may also have been destroyed in the fire or may not have
4

Academic records prior to 1905 have not bsen located.
lieved they were destroyed in the fire of 192h,

Lo,
S
The missing voluae, 185L4<1870, Et:'
£
TRANSFER TO THE HALL CF RECORDS
200 cards per year
It is bo-
The records for
"/t /56
Date

7. Agency, Division or Bureau Representative

Proaidand”

Title
Disposal Authorized as Indicated in Col. 6 by Board of

ao wadj/

Signature

Schedule Authorized as Indicated in Col. 6 by Hall of

Records Commission, . . )
@ !
el § &%
Archivist v

/2 /f/f{

{ Date

Secretary

Public Works.
WM&/\/

DEC 1 8§ 1958
Date

12

i




FORM HR-RM 1A . B o ' i . SCHEDULE

+(0-1°83) ([ ZQUEST FOR RECORDS RETENTION . HEDULE No. <23
Hall of Records (Continuation Sheet) PAGE
Commission NO. 2¢
4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents of Hall of Records
No. ~work or activity to which the records relate, inclusive dctes and quantity and Board of Public
" (cubic or linear feet). Show recommended retention perlod Works.

1905-1923 are recorded in a bound volume and shows girl's nama,
courses taken, and grades received. For the period 192L-19L6, the
samo Informetion is noted on L* x 6" cards. Since 1946 the informe
ation is on 83" x 11" cards and is much more detailed. Different
cards are used for High School students and Junior College students

The High School card shous a thorough family and physical history
of the student, cwrricular and extra-curricular activities, social
development, vocational interssts,; classss taken and gradss ree-
‘celved, results of stundard tests, and attendancs record.

The Junior College record shows entrance credits, school attended, |
age, withdrawal and reason, courscs taken, credits and gradzs re-
ceived, . social and school activities, resulis of standard achisve-
ment tests, any disciplﬁ.nary act.ions, yvomarks, and follow-up.

APPROVED.
HALL OF RECORDS COMMISSION -

RACOZ4ENDATICNg EET AIN PLRW!N"‘I‘I‘I‘LYS MICROFILM FOR SECURITY PUR-
POSES, DEPUSIT MICROFILY COPLES AT HALYL OF RECORDS |

3. | srupewr ronERs

. . Dates: 1930 = ~

Quantitys 13 drawers
File Arvangements: Alphabetlcal
Annual fccumils tiont % draver

A folder is maintained for each student enrolled in the Seminary.
Contents includes .

Application for Admission

Test Records

Trangeripts from other schools
Academie Report Cards (periodic)
Physical Examination
Correspondence

BECOY 'ﬂZNDAIION: RETAIN FOR EIGHT YEARS AFTER STUDENT LEAVES SCHOOL,
THEN MICROFILM RECORDS OF STUDENTS ENROLLED AFTER
1952; RETALN MICROFILM COPIES PERMANENTLY AND DES-
TROY gRIGINALS; DESTROY RECORDS OF S‘l‘UDuNTS PRICGR
T0 1952, .

Lo | REGISTRATIGN CAID

- s e et f a1 T SRR * ben R T TS e AR o 7

’\4

Sizes S" x 8¢

Datess 1954 - -

Quantitys 3-b linear inches

o File Arrangementy By year and alphabetical thérein
Annua), Accumulations 2 linear inches :

Audits Stato ~ LA

v emmm s ot fos T




Hall of Records
Commission

FORM HR-RM 1A : SCHEDULE
- 19-1-53) { ZQUEST FOR RECORDS RETENTION . _HEDULE No. 2'» '3
(Continuaction Sheet) PAGE
NO. .30-

6. Recommendation

4,
ltem
No. {cubic or linear feet).

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes, and quantity
Show recommended retention period.

of Hall of Records
and Board of Public
Works

Tha Registration Card is prepared amuallye.
names, address, church preference, and any. remrka.

hours of credit,
nent Academic Record.

RECOE%IENDATIGN ]
S IS LATZR, AKD THEN DESTROY,.

Se A"COU\?I'II\EG RECORDI

Datess 1930 « «
Quantitys 6 drawers and 15 cubic feat. (21 cubic feet)

File Arrangements: Chronologlcal
Armual Accunnlations 2 cubic feet
Disposable Amocuntg 15 cublc feet

Audits State

final book of entry is to be retained permanently.

. | these supporting ncords ares

Cca ptrollez* of tha Treasury

HMemorandum of Adjusiment
: Distribution of Chargas
E~l and Ev’g Transmittal

Dh=-1

R=2 (formerly ¥RE-2) Monthly Report o
: » Leposited

Balances

‘Requisition for Supplies

It shows name, addressy

entrance date, course, class, age, -last achool attended, parenta!
The reverse is

the Couwrse Card, shoving name, course, class, courses. taken, and
41} data on thig card is recorded on the perma-

KETATN FOR THREE YFARS OR UNTIT, AUDITED, WIICHEVER

This item includes all standard accounting forms used by State
agencies as supnorting data to the final bouvk of eatry. The
’ Specifically

Certificate of Neposit and Bank DNeposit Slip
' State Funds Collected and

Distribution of Uncxpended and Cbligated

Purchaging Bureau (th of Budget and Procwrement)

l.A
LT-4 Purchase Order
200-16 OQut-of-Schedule Requisition for Supplies
39-A and 4O-A Stores Regulsition e et e et e e e,
CF-2 Copy of Contract Awmrded i S !
CF=-l : _ Capital Fund Requigition for Equiment ‘ :
100/2L Actual Emergency and Bepairs Teporb ' i
27=A o Copy of Contract Avardsd _ ;
. cF-3 . Copy of Contract Awarded
. Nelivery Invoice
26-A Notice of Award of Coniract
N 52 Credit Memorandum

APPROVED
HALL OF RECORDS COMMISSION




FORM HR-RM 1A . ' o . SCHEDULE

A9-1-53) ! iQUEST FOR RECORDS RETENTION'. HEDULE No. 2¢3
Holl of Re::ords (Continuation Sheet) PAGE
Commission NO. h’ :
4 5. Description of Records 6. Recommendation
ltem Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate inclusive dates, and quantlty and Board of Public
’ (cubic or linear feet). Show recommended retention period. Works.
51 T Henort. of Part.ial Delivery —é‘;
Budgat Burean (‘bpartment of Budget and Procurement) 3
BBl (feve) .  Formerly BE-1 and ED-2 o=
. Budget. Schedule Amendnent Shest w9
B.P. Inv. R101 Report of Fixed Assets (annual) =
B.P. Inv. R102 : . Report of Materials and Suppliss (annual) o &
BePs Inve 6 Materisls and Supplies Fhyslical Inventory o o
_ (annual) - Ao
BB-LO ‘ Request for Position Action 0. o=
Budget Form Nos. : =
1thrull 7 Budget I‘stimates Fisca]. Year (13 pszes mc&udin; ©
. S0 farm ata'bement) _ =
P o E

Others A A R

i

Vendors Invoices .
Bank Deposit Slips
Bank Statements ‘ s e

Bank Deposit Receipts " - : i

. o Check Stubs n
L Student Eills (oo e

Cash Receipts — Gl e
Recelpt Books Lo : . '

RECCHMMENDATIONs EETAIN FOR THREE YBARS OR UNTIV, AUDITED, VELICHEVIR
IS LATER, AND THEN DESIROY.

6. | ACCOUNTING RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENZRAL
RECORDS RETENTION SCHEDULE. ‘ .

PAYROLL (prior %o July 1, 1953). The agency copy of this payroll
form is to be retained for five yesars or until audited, whichever
is iater, and thsn destroyed. (General Schedule No. G-l, Iten l-d,
approved by the Board of Public Works, Jamuary 11, 195h).

PAYROLL JOURNAL = The agency copy is to be vetained for three years
or until audited, whichever is later and then dastroyed. (General

Schedule No., G=-2, Item 1-d, approved Ly the Board of Public VWorks,

January 11, 195!:3

PAYROLL EXCEPTIONS, ADDITIONS AND EXCEPTIQNS - The agency copy is
to be yretainad for three years or until audited, whichever is
later, and then destroyed. (General Schedule No. G=2, Item 3-B,
approved by the Board of Publie Works, Jammry 11, 195k).

PAY HARRANTS - The agency copy is to b3 rétained for thres years
or until audited, whichever is later, and then destroyed. (General
Schedule No., G=3, Item 3, approved by the Board of Public Works,

\ May 10, 195L).




FORM HR-RM 1A . o 0 SCHEDULE ..., 3
. 40-3:33) ' ZQUEST FCR RECORDS RETENTION . _HEDULE NO. i
+ Hall of F"’.‘"d’ (Continuation Sheet) PAGE
CO-MMISSIOH . NO. 5.
4 , 5. Description of Records 6. Recommendation
Ite Describe records accurately. Include title, form number, size of documents, of Hall of Records
N m work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o (cubic or linear feet). Show recommended retention period. A Works.
RECEIVING WARRANIS = Tho agency copy is to be rstained for three
years or until audited, whichsver is later, and then destroyed.
(General Schedule No. G-lj, Item 3, approved by the Board of Public 3
Works, May 10, 1954). %]
[<e!
TRANSMITTAL FORM B-l or E=} (Comptroller of the Treasury Form) is o=
10 be retained for three years or until audited, thichever is later " §
and then destroyed. (General Schedule No. G-5; Item 3, approved -~ O
by the Board of Public wWorks, May 10, 195h). : oY
: : ' o= o
7. | HASTER AUT:CRIZATION oS
. ' a. Ll
This Statc-wids form of the Comuisgloner of Personnel is the authorqlg' &L 2:_
izatien for entering tho employee's hame on the payroll or for maliy \ S
any changes in the pay rate. It also shows all pay deductiong. g ~
‘ =T
RECOMMENDATIONs HETAIN WHILK BMPLOYED AND FOR THREE YEARS AFTER { =
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER IS
LATER, AND THEN DESTROY.
8. LEAVE RECCRDS |

File includes the following records:

Loave record card - Form SEC 128 - A, a standard State-wide
forn, prepared annually for each employee

leave applications

Doutorts certificates

RECOMMENDATIONs RETAIN FOR THREE YEARS OR UNTIL AUDIT, WiITCHEVER
1S IATER, AND THEN DESTROY. -

\

. e TR

SECRETYARY




